
APPLICATION FOR RECORDS RETENTION SCHEDULE 

INSTRUCTIONS: See Publication No. 76-RM-! for instructions on completing this form. Forward signed original to 
Department of Archives and Hi ory, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 3Oa34, 
Attention: Scheduling Section. 

f 

_ -  
pplication Number ' 4 0  Capitol Square 

ta, GA 30334  

I. Person to Contact Working Title TelephoneNurnber 
~ ~ . . ~  

~ ~ 

Donna ~~~~~~~ L. ~~~~ Strickland ~ ~~ Records Management Off ic-ez. ~~~~ ~~ 6-56-3X-L_..7-l_ 
I. Action Requested T= ~~~ 

a. 0 Establish Retention Schedule(J-ecord will continue to accumulate. 
b. U Dispose of present accumulation; no further accumulation anticipated. 

Check One: 0 Chflgee; Zl Supercede; ~0. yojd ~ .- __ ~~ 

1. Dates of Series 
:artiest Latest 

(followed by title used in office; if different) 

Current Law Department Correspondence Files (Agency Common ~~ Sched. 
i. Division and Office Function What i s  the function of the Division iL&ich this record~series is created? 

The State Law Department furnishes legal services to assigned 
State Departments, Agencies, Baards, and Commissions and the 
officers, employees and members thereof. 

~ - ~ 

r. Record Series Description This f i l e  contains the following documents (include form numbersand titles, if any): 
Attach samDles of the file. 

Documents relating to: furnishing le a1 services' to assigned State Departments, Agencies, Boards, 
Bureaus, and Commissions, an8 to the offic,ers, employees, and members thereof. 

Includedare: Correspondence directed to clients involving vari~us routine legal 
matter%, .including representing 'clients in minor-, short-term matters that do no. 
result -in major litigation; refedng routine inquiries from .the general. public tl 
the appropriate State agencies; serving as collections agent (when such work is nt 
contracted out); reviewing contracts and bonds (excluding general obligations bonl 
conducting small-s cale It investigations ; reviewing and preparing proposed legi sla. 
tion; providing advice, not appropriate for issuance as opinions; reviewing licen 
and permits; reviewing and preparing rules and regulations; and maintaining infori 
tion forwarded by agencies taking actions that may develop into litigation, but 
does not.' Not included are files of the Real Property Division. 

. /  

- .  - 7  - .. 
isarranged: by activity code (see at-tached listing); thereunder by date completed. ' .-, . 

- , .- 
~ _ _ ~  

%. Monthly Reference Rate How often are records referred to which are: 

One to six months old 2~0 ; Seven to twelve months old 10 ; Thirteen to twenty-four months old -8-; 

3. Annual Rate of Accumulation of Records 

Letter-size drawers - --; Legakize drawers 

, .  
tweniy-five ___... months . and older A .  ? ~ ~ ~~ ~ ~~~ ~ ~- 

L 

; Other (specify) -+a&-- 
., 

. .  - 
Shelves 



1; 
x II 

1 a. i s  tnis tne oniciai copy OT t i l e  series( 
, _-~!f_not, w6reLsM . _ W i i ? h L h p q ~ k p ; I r r p n c ? l  

b. Does the series contain confidential information requiring security handling? If yes, cite law or regulation. 
__ A t t o r n e y - ~ ~ n t P r ~ ~ g ~ ~ , ~  s 24-3.-21s124-%-2..4 ___ - -~ 

c. I s  this a vital record? 

e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these 

e t s  . 

,i d. Does this series have histot&al or long termLeEarch-value? -- .- 

documents be scheduled seDaratelv? 
f ,  I s  the i n f o r m a ~ i a n _ r r J n ~ i ~ d ~ n ~ h ~ ~ i e ~ ~ e r . r z u b l i ~ e d l ~ . . l f Y e ~ a c ~ L ~  

g/ lsthe infdmalion contained in this dries ever analyzed and/or recor3ed in a summarized report? ~~ 

If Ye_s,ata!3lr;Pey,.-~ 
h. Is there 3 duplication of this series in your office, or in another office or agency? 

_.._ ___ - ___ - _ _ ~  
--- or a major Dwtio . nQfitLreg!Aa&miaofilmed ? 1; I ;-::y?: r d m e w b u m m w t e r  wintout? 

Retention Requirements The following requires the series to be kept: 

a. State Law - years. d. Audit period - ~ . years. 
5 b. Statute of limitation -years. e. Administrative need - - --~~-years. 

c. Federal law t f  years. f. Federal retention instructions years. 

Attach copy or excert of laws,,or regulations. Explain administrative need. 

Office reference requirements 

-. - -. ~~ ~ ~- ~ 
~~ ~~ ~ ~ ~~~ 

~ ~~~~ ~ ~~ ~ 

off a t  the end of each: 
p3 Calendar Year; 0 Fiscal Year; 0 Other -  then, 

Q Hold in the current files area 
0 Transfer to local holding area; hold . year(s); then 
4 Transfer to State Records Center; hold 4 .~-year(s); then 

0 Transfer to State Archives for permanent retention. 

month(s) -+. yeark); then 

Destroy. 

Other (Specify) 

Letters and Memos of Advice (Activity Code "JA"): 
year; hold in current files area 1 yeali; then transfer to State Records Center; hold 
9 years; then destroy. 

Cut off files at end of each calendar 

.. 

~~~~~~~ ~ ~~ ~ 

T d - a F F  - Date Records Management Officer (Signature) Date 

State Records Committee ISignatu4 Date 
Recommendations in para- 
graph 12 are approved. 
(If disapproved. attach letter 
of explanation.) 

Attorney Generallhignee 
hR--50-71; Rev. 76 



J”.. -- _ _  - 

APPLICATION FO RECORDS RETENTION SCHEDULE 9 

4657- 37 * *  
- 

OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT H,STORt 

RECORDS wNAGEMEw%ViSiON 

I 

1‘ 

FOR AGENCY USE 
\pplication Date 

- .  . 3 / 2 1 b U  - 
ipplication Number 

... . - - __ 

- 
FOR RECORDS MANAGEMENT USE 1. Agency Address -. ~ . ~ ~ 

Application Number S t a t e  Law Dept. - Criminal Div. 
132 S ta t e  J u d i c i a l  Bldg. ~ - f3I=w+Q - .~ .___ 

4 0  Cap i to l  Square Date Received Qate Completed 

At lan ta ,  GA 30334 2 1 1983 L@.N 7 T$S 
~~ ._____ -. -~-.-__~~-_.___- ~ . ~~ 

~ ~~ ~ 

~~ 

81-414 - _____l-Ch_eckOne: 0 Change;_ -0-Supercede; 0 Void 
5. Records Series Title (followed by title used in off!ce; if different) 

!arliest Latest 

1 9 7 8  1 Current  1 . Criminal Div is ion  Correspondence F i l e s  

The Criminal Div is ion  r e p r e s e n t s  t h e  State  i n  appeals  t o  t h e  
Supreme Court of Georgia, 11 th  C i r c u i t  Court  of Appeals, Federa l  
D i s t r i c t  Courts ,  United States Supreme Court  of convic t ions  of 
c a p i t a l  f e l o n i e s  and defends habeas corpus a c t i o n s  brought by 
inmates of S ta te  penal  i n s t i t u t i o n s .  

Included are correspondence, memos, e x t r a d i t i o n  papers ,  mandamus, 
s t u d i e s ,  r e p o r t s ,  i n v e s t i g a t i o n s .  Fi les  are arranged a l p h a b e t i c a l l y  
by name of person who i s  s u b j e c t  of correspondence. 

- -  
5. Division and Office Function What is-the function of the Division and the Office in which this record series is created? 

. .  

--__.______~ - ~ _ _ _ ~ -  
7. Record Series Description 

Documents relating to: 

This file contains the following documents (include form numbersand titles, if any): 
Attach samples of the file. 

Included are: 

Correspondence, memos, e x t r a d i t i o n  papers ,  mandamus, 
s t u d i e s ,  r e p o r t s ,  i n v e s t i g a t i o n s .  

Alphabet ica l ly  by name of person who i s  s u b j e c t  of correspondence 
File i s  arranged: 

_ _  - 
Monthly Reference Rate 

One to six months old 2 0 - ;  Seven to twelve months old -l>-; Thirteen to twenty-four months old 

- twenty-five ~- months and older &-? 
9. Annual Rate of Accumulation of Records 

Letter-size drawers --; Legal-size drawers 

How often are records referred to which are: 

; 

- - 

;Shelves ;Other (specify) 18 boxes yr. 
. ~ ._ 

R-50-71: Raw. 76 (Over) 

L 



la% an "X" in the proper  column)^. 

n cokfidential information requiring security handling? If yes, cite law or regulation. nt~lri~vikge, SS 24 - -  9 21 & 24 - -  9 7 4  

e. When one or two documents in the file make it necessary to  keep'thk entire f i le for a long period, could these 
me- bescheduled separatelv? 

._._________ 

J.l)nes the record series result in a comp utermrintwtl- 
11. Retention Requirements ,tThe following requires the series to  be kept: 

a. State Law -~--years. 1. Audit period years. 
- _ _ ~ _  ~.~_.__years. 

c. Federal law . years. f. Federal retention instructions .-years. 

Attach copy or excert of laws or regulations. Explain administrative need. 

O f f i c e  reference requ i rements 

b. Statute of limitation *- ~-years. e. Administrative need 1 0  

- A- 

12. Approved Disposition Instructions 

then case Is closed, p lace  I n  Tnactive f i l e ;  c u t  o f f  tnac t tve  f i l e  a t  end of each calendar 

This agency recommends that the file series be cut off at  the end of each: 
0 Calendar Year;'O Fiscal Year; 0 Other - -then, 

0 Hold in the current files area month(s) ____ 3 year(s); then year j then 
0 Transfer to local holding area; hold 
0 Transfer to State Records Center;hold - ---year(s); then . 
a Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

7-year(s); then 

These instructions apply to a l l  prior and future accumulations of the series. 

(If disapproved, at 



- 
L. Dates of Series 
iarliest Latest 

1978- 

F~~~ is arranged: Alphabetical by name of person who is subject of correspondence. . 
---__ _- I - 

9. Monthly Reference Rate 

One to six months old 
twenty-five months and older-'L4-.- ? 

How often are records referred to which are: 
lo ; Thirteen to twenty-four months old - 8 .  - -, 2o ; Seven to twelve months old 

5. Records Series Title (fdlowedpby titl&&ed ;niflicg imferent f  

CRIMINAL DIVISION CORRESPONDENCE FILES 
- L I l r r p n +  -I___ __I I_ - .  

18 boxes per yr. Letter-size drawers ; Legal-size drawers -; Shelves - ; Other (specify) _I__ 

K A n n u a l  Rate of Accumulation of Records 



=sll No- 

.-. -----_ -__ --r_l_-j _-. __ 

- 
I 
* ,  

_._- 

documents be scheduled s e ~  
.- - 

10. hestionnaire JPlace an "X" in the p r ~ & i u m n P  
a. Is this the official copy of the series? 

~- ~.__ l f n ~  where is  it? --__ ~~ ~ 

ormation requiring security handling? If yes, 
U i n f e u n a t i n n  

c. Is this a vital record? 
-I_ - 

_- c- d. Does this series have historical or long term research value? 
e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these 

r n & Z - _ - - -  _~__-~_~..II_ 

3. .. k~I~ehf~unrna tion ,co ntained i k ~  is series ever oublished? If ya&tach COW. 

d? 
.~ 

g. ' Is the information contained in this series ever analyzed and/or recorded in a summarized report? 

h. Is there a duplication of th is  series in your office, or in another office or agency? 
~. cow L__ ___I_ 

-___ ~=~ I 

.- 

11. Retention Requirements The following requires the series to be kept: 

years. d. Audit period _--years. a. State Law 
b. Statute of limitation ------years. e. Administrative need ---7-.years. 

years. f. Federal retention instructions years. c. Federal law 

4 
- .- ~ ~- - 

~ .~ 

Attach copy or excerpt of laws or regulations. Explain administrative need. Case files are kept seven .years. 
The correspondence files contain documents needed in conjunction with some 
case files. 

- - I __  _____I -- 
Aooroved Disposition lnstrudons This agency recommends that  the file series be cut otf a t  thb end of each: 

a Calendar Year; 0 Fiscal rear; 0 Other __II I then, 

Hold in the current files area 

Transfer to State Records Center: hold fQUlyear(s); then 

month(s1 t h r ! a r ( s ) ;  then 
0 Transfer to local holding area, hold year(s); then 

XX Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other fspecifyj 

rdt Management ~ ~. Officer -_ (Signatun?) 

. - - 
Recommendations in para. 
graph 12 are approved. 
(If disapproved, attach letter 1, I ! - '  of explanation.) i 


